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N e Outlook 2007
GItS Getting Started

2/

O About Outlook 2007: upgraded to improve user time
and efficiency. Users can now better organize and
locate information, have improved calendar sharing

capabilities, and access to SharePoint to share
information with coworkers.
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Previewing Formatting Options Live (Similar to Office 2007)

= Eit What's New in
WS Outlook 20077

4 To Do Bar

1 Color Categories

O Calendar Task Email Integration

O Flagging Email Messages as Tasks

4 Advanced Find

d RSS Feed

d Out of Office Notifications

Qa

Q

Mini Toolbar (Similar to Office 2007)

Office of The Chief
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Outlook 2007 Basics

[t~ Unread Mail - Microsoft Qutlook

Menu bar

(WM iGdnew - | B 5 X | FRenly (@Replyto All (5 Farward B,

Standard Toolbar

| -]

Navigation
Pane

%Eile Edit View Go Tools Actions Express Help Adobe PDF Type a question for help =
Mail «||52 Unread Mail Assigned to HQ Service Desk Tier 2* #| || To-Do Bar S
Favorite Folders Al £ -] v || 2-significant/Large * FORRESTAL* v || « April 2010 »

L& unread Mail (54] .. _ SM TW T F §
) Arranged By: Folder Aanto = @
(5 For Follow Up ] ged By P |_ Remedy Administrator [remedy@hg.doe.gt T
f:j Sent Items & Administrator 1 Extra line breaks in this message were removed. 4E| 6 7 & 910
[ Inbax =[| sent: Mon 4/5/2010 10:31 AM LLL2 18 i 15 IF LY
- " Remedy Admini 10:32 AM N - 13 19 20 21 22 23 24
Mail Folders # o Nguyen-Beardsley, Trang
= Assigned to HQ Service Desk Tier 2 * 2-5i... 25 28 27 28 29 30
qun Mail Items A Remedy Incident Assigned: =
< . . . INC000000075401 r
=l (@5I\-]allbox-Nguyen-Beardst,T: Incident Priarity; 2-Significant/Large IM-60 All Hands
= @ Deleted Items (305] . _ X Wed 4/21 10:00 AM - 3:00 PM
r(Zl Drafts .| Remedy Administrator 10:31 AM GTN Auditarium/ATC from FO
jpned tn HO Sarvics Nack Tier 2 * 30 ’ J
l_:'qlnbox
G i \fi
[ Os-Exchangelink Inci Vlew Pa ne To Do
L@l Junk E-mail 4 RentemyrommmstraTor Torr M
3 outbox HQ Service Desk Tier 2, at 04/05/10 11:25:..,
3 Payrall The response time for INC000000075276 summary:
[ Persanal assigned to HQ Service Desk Tier 2 will Reguesting LAN Account password
3 quarantine expire on 04,05/10 11:25:50, reset Arranged By: Due Date
[ Remedy .| Remedy Administrator 10:28 AM
[ RSS Feeds Assigned to HQ Service Desk Tier 2 * 4-M.., Notes: Type a new task
l_:'-J Sent [tems Remedy Incident Assigned: . - =
- Cell # 381-254-4422
3 Work Correspondance_Di INC_OOOOOOQ?SM . . =] Y No Date
3 Witing Projects Incident Priarity: 4-Minor/Localized ) )
5 (0 Search Folders -] Remedy Administrator 10:25 AM Could not \,fer'_}'Fy new I'.ur'e Fw: Uncle Mang-... \ d
0O Categorized Mail HQ Service Desk Tier 2 has been assigne... -no MIS guestions available IMPORTANT TIME... A d
[ Ear Enllow Lin 5] I Remedy Task Assigned: TAS000000001314 RE: Draft - Enter... v
— Task Priority: Medium Reguest Deskside support for Trainin v
d Mail Task Mame: Acquire Drive initial login g
e R dy Administrator 10:24 AM Donald letterto .. A d
o| Calendar Assigned to HQ Service Desk Tier 2 * 3-M... Your Mew U5, D... Y
Remedy Incident Assigned:
- INC000000075390 R dl & ¥ Toda
8_] L Incident Priority: 3-Maoderate/Limited ea n Y ol
Q Tasks .| Remedy Administrator 10:22 AM
Assigned to HQ Service Desk Tier 2 * 3-M... ane
. Remedy Incident Assigned: |
S IE INC000000075299 4

54 Items

£3 Online with Microsoft Exchange
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Outlook 2007 Basics

New Mail
Message

[t Inbox - Microsoft Outlook

I EETRSNe - &3

,;,ﬂﬂR @ Reply to All (g, Forward %I:l Y gi_f]Send_f'Regii\te - [

[l Search address books

M 'QJ@@:

7]
i File gditﬂyiew Go  Tools Acions Express ‘Bilp Adobe PDF

N

Type aquestion for help =

View: Change

layout

d

L= Sent Items

# Date: Last Week

Mail
folders

Mail
button

L[5 Inbox
Mail Folders =
2] All Mail tems -

= Q{}‘] Mailbox - Nguyen-Be &
= &) Deleted Items (3(
F| Drafts
L Inbox
Eam
[ IO5-Exchangelir)
g Junk E-mail
5 Outbox
3 Payroll
[ Personal
[ quarantine
[ Remedy
L) Rss Feeds
=] sent Items
|1 Work Correspont
[ Writing Praojects
= L3 search Folders
O Categorized M:
8 Ear

-
Fnlloa |l

[ Date: Two Weeks Ago

Reply/Respond
to all/Forward

Myl/ « || 3 Inbox \ \ | P~lv
ﬁorﬂe Folders « || Y @l From Subject\ : Categon, T
L& Unread Mail (2453) /
L& For Follow Up [5] #| Date: Today Send Recelve

[ Date: Three Weeks Ago

& Date: Last Month

ﬂ@te: Older

Click “+ “ to
display email
messages.

[~ Mail
T Calendar button
8= contacts <— Contacts button
¥ Task button

| O[3 -
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& Eits Navigation Options
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O Mail: the main area where you read, compose, receive, and
send emaills.

L Calendar: the scheduler or planner where you can set and
manage appointments and tasks.

L Contacts: contains your contact list where you store names,
email addresses, and other information

U Tasks: the task list where you create and manage tasks.
L Notes: the notes page where you can create and manage notes.

O Folder List: displays all folders in hierarchial format.

O Shortcut: displays shortcuts.

Office of The Chief
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€its Outlook 2007 Basics: Calendar
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lix) Doan, Greg - Calendar - Microsoft Outlook _m x
PR o W o ENew - | X | 55 §H | Today | [ Search address books o L G@kRl—{—
. i File Edit View Go Toals EgerobeEDF W -
Double click on the

w N
Calendar / Day | Week | IMaonth | () Show workweek () Show full week

day Of the week OI' 4 April 2010 » \. (_ _) April 05 - 09 2010 | pjy)

SM TW T F 5§
Tuesday "l Wednesday 8 Thursdayw

click Newto add a L2 s
appointmentto k% oussb | N

15 19 20 21 22 23 24

your calendar. kﬁ 7 23 29 30 g [ \\ L

mAII CalendaNgems - g i

Click Day, Week, or Month to
o change your view.

o] Doan, Greg <
CNF-CSC View Deck
CNF-OCI0-CAZ19
il CNF-OCI0-CA222

My Calendars

'ﬁ Calendar

] ﬁ Calendar in Archive Fo
People's Calendars S

z'|

[ |

How to Share Calendars

Mesd Appointm ent

I
[
Previous Ap%tm ent A |

Cpen a Shared Calendar...

Share My Calendar...

-

Send a Calendar via E-mail...
Publish My Calendar... -

[~ Mail —_—
:ﬁ Calendar

8=| Contacts Sl

g Tasks

Ll 3 T Tasks: 2 Active tasks, 0 Completed tasks 2 -

0 ftems £3 Online with Microsoft Exchange
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€its Outlook 2007 Basics: Contacts
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(e —

Click New to add (S B By - B X B B Y @ oo - @@ B,
/Z_n(gdit View Go Tools Express Actions Help Adobe PDF Type a question For help =
a hew contact to

Contacts ﬁig\l H9® a9 s Untitled - Contact - =X » X
your Iist. L] All Contact Items — Contact Insert Format Text @ | 2010 »
My Contacts Ii Igh save & New - | |8 General| 4 Certificates _S"'ﬂ &zl % i Q:a (=] Picture - (5} % & I ; ;
4 Contacts %Send - &1 Details G5 All Fields J = - @) BU categorize = [ 7 8 910
= Saveege E-mail Meeti Call Busi Spelli
Current View Cal‘-‘jes 8] Activities et esing f ucsalr:;ss ¥ FollowUp -~ B, pevlng ]_;:_ ]2'2 lz'g ]2'3
T dd .I @ Business Cards Actio Show Communicate Options Proofing 283 29 30
o a an emal O Address Cards
O Detailed Address Cards Full Name... ‘ [ . l 1157
addreSS tO your contact O Phone List Company: | 0 AM -3:00 PM
. O by Category Job title: [ FI" In Informatlon {m/AVTC from FOJ
|ISt fI'0m a current O By Company e I:

O By Location

message to open it- O Outlook Data Files Internet flelds for your

- » Ie) Shared Contact [m E-mail... ]E] |
T res it s Gt | 2P % co';tgft. Click Save
email address in the :jsdt-zll:\;eil:fl'r;nt View.. I.I\-1 adpdr:ss: I ’7 an ose-

Fhone numbers

From: field. Choose Fummeme )] | |
Add to Outlook [fome. ][] | :
|

| » [

(Business Fax.. J(-] |
Contacts.Add || — - [rotie. ] |

g - . Ij Mail Addresses
additional information. || Busnese () o |
[ This is the mailing

Click Save and Close. ||z s
@ Tasks

il
€€~

-

| — T . R |

3 ltems £3 Online with Microsoft Exchange

'@ contact... | /7 addne.. | @ Microscf... | /0 largeC.. [ Untitled ... B | @50 2 %03 10:124M
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@9 €its Drilling Down into Outlook: Email
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The Df""& S >"J' . The
“Ribbons” B, Mo Iav= == B & [ 45 =5 |4 ¢ F A k| Ribbon
appearinall 3™ ot 0 TTU T R R Ee s G0 e 2 | s similar
new emails to the
messages. ot Ribbons
in Office

f 2007.
The Ribbon shows tabs and
commands appropriate to your
email.
Tabs and commands will allow you
to create messages, calendar
entries, or contacts.

u.s. DEPARTMENT OF | Office of The Chief
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& €its Composing a New Email

€nergy IT Services

Da\ " ) = Untitled - Message (Plain Text) - = X
) -
—/ Message Insert Options Format Text Add-Ins L7
. ciEEis) W@ DY TP At
Paste . B 7 U|® L = = =||iE iE||| Address Check Attach Attach Business Calendar Signature || Faollow I Spelling Encrypt  Sign
- Il = = = Eook Mames File Item Card - - Up~ -

Clipboard ] —_—— —_— —_— —

Select email receipts by clicking To:, CC: or Bcc: to bring up the
Global Address List. Outlook will also autopopulate your
receipient lines with commonly used addresses.

Start composing your email. Outlook’s default view is Plain | ||
Text. To switch to HTML or Rich Text. Click the Options tab and
then select either HTML or Rich Text from the Format
commands.

Basic message formatting and proofing features are found on
the Message Ribbon: Clipboard, Basic Text, Names, Include,
Options, Proofing, and Entrust commands.

4

by .S DEPARTMENT OF | Office of The Chief
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& Eits Formatting Your Email

€nergy IT Services

Plain Text vs HTML vs Rich Text

LUHTML: same format as Web pages, allows you to format text and
graphics, but emails tend to be larger in size and fill disk space quicker.

Plain Text: only letters and numbers are transmitted. No formatting of
text or graphics.

[Rich Text: proprietary to Microsoft emailing software. Only users with
Outlook and Outlook Express can see Rich Text. Formatting of text and
graphics is available.

Outlook will transmit reply messages back to the sender in the format it
was originally sent in unless you change the format

Office of The Chief

/, U.S. DEPARTMENT OF
ENERGY information Officer
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& €its  Primary Toolbar/Email Ribbons
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O Primary Toolbar: Similar to Outlook 2003. The Toolbar gives
you access to File, Edit, View, Go, Tools, Actions, Express, Help,
and Adobe PDF functions.

1 Email Ribbons: The new email message interface is composed
of the task/commands ribbons similar to the ribbons found in
Word, PowerPoint, and Excel 2007. Note: any functionalities
pertaining to formatting will be grayed out unless you set your
email formatting to HTML or Rich Text format.

Office of The Chief
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Setting Color Categories

Color Categories can be
created for email messages,
calendar entries, and task list
items to help visually
distinguish your items.

USelect an item. Right click to
display the pull down menu,
and select Categorize to
display the Category menu.

L3 OTS Exchange Traini...

[Search All Mail Ttems P~y

Arranged By: Date Newest on top

{~] Cave, Bob 2:21 PM

N

Budget Report

Cave, Bob
Sent:  Fri10/19/2007 2:21 PM
To: OTS Exchange Training

Budget Report

HO0000E@ v+

Clear All Categories

treate Category Search Folder...
Blue Category

Green Category

Orange Category

Purple Category

Red Category

Yellow Category

All Categories...

Set Quick Click...

Les

o5 DEPARTMENT OF ~ Office of The Chief
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cits Setting Up Tasks
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liv) To-Da List - Microsoft Outlook - X
;J; =5} @ E—E é“ Hew = ugg 23 X | (& | 3 Reply (=8 Reply to All (3 Forward W | @ Search addressbooks  « | (@) @ @ =
i File gmt( !\ew) Go  Tools Express Actions Help Adobe PDF Type a question for help =
Tasks «||'¥ To-Do List (Filter Applied) | £ ~| ¥ || To-Do Bar s
] 1/t @] Task Subject Due Date Date Completed  Categories In Folder ¥ | 4 April 2010 »

SM TW T F §

= : i:s2::0 | Lists pending
& Tasks in Archive Folders To change your VIew Of your 13 19 20 21 22 23 24 appointments.

O smoe s tasks, choose View->Current </Em \F

There are no items to show in this view.

»
[r 1

O Detailed List Wed 4/21 10:00 AM - 3:00 PM

O rensononr View, and then select a view \_|““"

O Overdue Tasks

O orcon from the displayed pull down
ssignment
& comengran " menu.
© Task Timeline Arranged By: Due Date

O Server Tasks
O e | Insert new task .

) To-Do List 5 ¥ NoDate

=

Fw: Uncle Mang Y T k d H I H

= = = ] -

Share My Tasks folder... IMPORTANT TIME..., V as s Isp ay In

Add New Gl-:lufm b RE: Draft - Enter... Y é =

\j Mail Training A\ d the Ilst beIOWI
Donald letter to .. V

‘E ‘Calendar Your Mew U5, D.. Y

&=| contacts © ¥ Today

| Tasks

ol Ca (2]~

Filter Applied & ltems

£3 Online with Microsoft Exchange

u.s. DEPARTMENT OF | Office of The Chief
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Calendar Sharing

Click Calendar link.

Calender-Microsoft
Outlook window
opens.

Click Share My
Calender.

Sharing invitation:
“Inviter’'s“~ Calendar
window displays.

Select Receipent,
format invitation, and
click Send.

[

P OB T o Ellew - | X A 9 ™ & % )= Sharing invitation: Nguyen-Beardsley, Trang - Calendar - Share - = X
i File Edit View Go JTools Exp Share Insert Options Format Text (7] h
Calendar < # SN ERERE) saﬂ @f;] 0 - Y v %
H = J 4 I
4 April 2010 » ~E — 2
Paste B I O Hab/ A= | Address Check Follow 3 Spelling :| ¥
S M TW T F S J = Book Mames Up- <
1 2z 3 Clipboard ™ Basic Text Names Include Options & | Proofing
4 5 s[7 & 910
11 12 13 14 15 16 17 [ Ta. ] || ‘
18 19 20 21 22 23 24 B )
25 26 27 28 29 30 Subject: |Sharinginvitat\on: Mguyen-Beardsley, Trang - Calendar ‘
Al\owrecwp\entto view your Calendar
Q]AH Calendar Items - A Mguyen-Beardsley, Trang - Calendar
My Calendars 7 A LI Micosalt Exchange Calendar
ﬁ Calendar |:| Request permission to view recipient’'s Calendar
DﬁcmendarmArchwe Faolders =]
People's Calendars ) 4 A
-
|:| Doan, Greg —
E E:ji’;ii;'::;;“ Trang Nguyen-Beardsley B
0 CNF-OCIO-CAEZZ = Technical Writer
"' ) i} Energy Enterprise Solutions LLC. =
11 tr - " @ 3
How to Share Calendars Email: trang.nguyen-beardsley@ha.doe.gov 3
Phone: 3081-%83-8462 ]
Open a Shared Calendar... Cell Phone: 281-916-4368 r
Share My Calendar... 1
Send a Calendar via E-mail... =l
Publish My Calendar... L
[~ Mail
o Calendar
8-| contacts
= L
ﬂ Tasks -
A'J - - Tasks: 2 Active tasks, O Completed tasks £ -

0 ltems

'4 start

£3 Online with Microsoft Exchange

u.s. DEPARTMENT OF | Office of The Chief

ENERGY Information Officer
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Advanced Find

0 Advanced Find: The Advance
Find feature provides you
with the capability to search
for specific Outlook items.

O To use the Advanced Find
function: select Tools->
select Instant Search->
select Advanced Find-> set
search parameters for item.

| File Edit View Go Iools Adions Express Help Adobe 2DF
P T dNew - |G 05 X | EuBeply SfReplyto Al (3 Foward | 55 ¥

jSend/Receive - [ | [@ Search address books

Type a question for help =

e RE

Mail « ||l:i Inbox [ £2+|%| To-DoBar » X
Favorite Fold, LY E Received | Size |Ca. |¥ [+ 4 April 2010 >
[0 Unread | % Advanced Find - B X % SM TW T F S
LA FerFold s e Edit  view  Tools 123
[ sent 1t 4K 45 6 7 8 910
L5 Inbox { 11 12 13|14/ 15 16 17
Maiolders Lok o Meseages B v b | [oromme.. ] 1819 20 21 22 23 24
[ 25 26 27T 23 29 30
O] Al Mail Tter| | Messages | More Choices | Advanced [ Find tiow | Tue 4/13/.. 3KB
- - from the email address
280 Maitbox| | garch For the ward(s): | v Ine of “Notification for DOE 2) Card Pick Up
] @ Delef Awareness vZ Course 9:15 AM -3:30 AM
(7] Draf In: [subject field arly v || [Mewssarch ] hber? Tue 413/ 73 k8 DOE Only 19901 Germantawn Rd, Re@
[ Inboi 7 0. Tued/13/.. 13 KB IM-60 All Hands
=3y ( From... ) [ | Tued/13/.. 4 KB Wed 4/21 10:00 AM - 3:00 PM
3 mos| u —— GTN Auditarium/VTC from FOR; Dunlag
Cguny | [_setro ]| | ion  Tued/13(.. 3KB
= ion  Tue4/13/.. TKE
L= Outy [CJwhere T am: | |
3 Payr Tue 4/13/... 3KB
(3 pers Time: |nnna ~ H | Tue4/13/4. IKE
L3 quar Tue 4/13/... 2KB Arranged By: Due Date ‘
e
= t% E:St Tue 4134 1KB [ 2 new sk ]
3 Worl ion  Tue4/13/.. 6KB
[ writi Tue4/13/.. SKB = ¥ Mo Date
o =] g Tue4/13/... 3KB Fw: Uncle Mang- check thi... \d
tzea Mall (< GSAOn.. DOE Only -19901 Germantown Rd, Room A-140... Tue4/13/.. 2KB
N v : IMPORTANT TIMESHEET M... Y
ij IF?F:O‘”fYV ve = RE: Draft - Enterprise IT Se \d
----- |2} Date: Monday .
l_-;] Mail L}ﬁ Q'Gwin... Well, some of them can sting Mon 4/12... 2KB Training Y
e
,-_'& Hayes, L... RE: Latest pic of your girl Mon 4/ 32KB Donald letter to print - IX.. IY
2] catendar (4 Hayes, L. RE: Latest pic of your girl Mon 4/12... 29 KB Vour New U.5, Department... [58]'¥"
S Hayes, L RE Latest pic of your girl Won 4/12... % KB Wark on Outiosk 2007 fr.. (1 'F
L‘\ﬁ Hayes, L... RE: Latest pic of your girl Mon 4/12... 23 KB = Y Today
,-_'& Hayes, L... RE: Latest pic of your girl Mon 4/ 21 KB
b\* Hayes, L... RE: Latest pic of your girl Mon 4/12... 13 KB
k]2 7 ,_'& Hayes, L. Latest pic of your girl Mon 412, 15KB -

580 Items

U.S. DEPARTMENT OF
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£3 Online with Microsoft Exchange
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€its Calendar-Task-Email Integration
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 File  Edit View Go Tools Actions Express  Help  Adobe PDF Type a question for help =
D outlook 2007 =; o B AdNew - @31 3 X | FaReply @i Replyto Al (g Forward | BE W | [ send/Regeive - S | [ Search addressbooks  + | @ @ @ =
'3\"| =] ~ % | = DOE Only -19901 Germantown Rd, Room A-140, Germantown MD Appointment . A. = B X To-Do Bar a 5 X
Appointment Insert Format Text ‘Q) 4 April 2010 »

allows you to drag e

2w suw ¥ Recurrence (5 SM o TW T F S
= I Busy ) 12 3
t k ] I f X Delete Q Time Zones  § 10
= || Save & Inwite Appointment| Scheduling 415 minutes v m Spelling
a as or emal || Close Attendees L Forward - Assistant o Categorize ~ § - 17
Mail Actions Show Options || Proofing 24
onto you r calenda r ‘Q]AI Subject: ‘DOE Only -19901 Germantown Rd, Room 4-140, Germantown MD Appaintment Confirmation |
= /Af1-60 All Hands
Lacation: ~ LA
3 ocation ‘ ,J/: Wed 4,21 10:00 AM -3:00 PM
W GTM Auditorium/VTC from FOR; Dunlag

Wed 4/14/2010 | [8:00 am | O] day event

and drop it into a | .

P_artlcmar date and | Drag email and drop into date.
time. In the same <. | Email opens. Click Save and Close. s —

To:

| » &1

&

Type a new task |

fashion, emails can ***! The items displays in your To Do —

Attachny

3 Bar Fur: Unele Mang- check thi... &
L]
be d ragged a n d IMPORTANT TIMESHEET N, [0 ¥
The foll CWME S0momTTE T TTas DESTT ITa0e. RE: Draft - Enterprise IT Se... v
[} J i 11 Training Y
d ropped I nto you r ana‘t.\nn,r S\TE.dDQEkOnIy -19901 Germantown Rd, Room A-140, Germantown MD Donald letter to print - 1. v
ﬁ AFTWIW' _2’ Car F?Ic Up X Your Mew U.5. Department... A\ d
Workstation: Activation Workstation

Wark on Outlook 2007 Pr... A\ 4

H . -9
task or folder list. )| | Dote: wecnesday, Apri 14, 20105158 £OT I

1 || confirmation: woi92676

Directions Directions to this facility are available at htto://www.fedidcard.gov. What To Bring To Your Appointment
When going to your appointment, please bring two forms of identification. Two forms are . =

£3 Online with Microsoft Exchange

s Start

o5 DEPARTMENT OF ~ Office of The Chief
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€its  Flagging an Email as a Tas
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[t~ Inbox - Microsaft Outlook - = x
Wiew Go Tools Adions Express Help Adobe FDF Type a question For help =

Outlook 2007 allows you to £ p SR X |Gy Gl G ane Ji Y | Ssearee < @ @ wecrossoninte < @ 0 Bk
Mail « |[= [ £ ~|%| To-Do Bar » X

flag your email messages as Favorite Folders # || 40 @From  |Subject Received  |Size |Ca.., V‘ 4 April 2010 »

LS Unread Mail {2115} SM TW T F §

taSKS. [ For Follow Up [2] (= Date: Today « R
[ sent Items [ Urban, .. RE:two questions Man 4/12/... €5 KB v ) 4 5 6 7 8 910
lj Inbox L)‘ Cox, Ste... RE: two questions Mon 4/1 i; ;g ;‘: ;: ;g ;Z
. . LIS Al (3 do_not.. Motification for DOE Mandatary Training - Info... Man 4/12/.. \ d 5 26 27 28 29 30
D nght cllck the flag sym bol g].em Mail Items - [~ W GSA On... DOE Only -19901 Germantown Rd, Room A-140.., Mon 4/12/... 6 KB
= 86F Mailbox - Maguyen-Beardsl . Tran - i
next to a message in your flﬁ@ Deleted ;Jle:ns 317} ’ ? Tl & Date: Last Week \lfafe{:rgd:gi\‘;\:lf]gan "
(7| Drafts [1] DOE Only -19901 Germantown Rd, Re @
[ Inbox [+ Date: Two Weeks Ago e TARI

ag =
emall Index to generate the S]lzr\:os_gx(hanggum [+ Date: Three Weeks Ago \Gﬂiﬂd:;i];tiorlgeni&:é?rg?nigR Dunlag

(@ Junk E-mail

pull down menu. Select your & cue

[ Date: Last Month

[ Payroll
= L3 Persanal [ Date: Older
ollow up time. 3 aurartns s~ |2
[+ L)) RSS Feeds
[ Sent Ttems [ Tvpe a new task ]
1 Work Correspondance_Don_Greg 1]
[ Writing Prajects (= ¥ NoDate
=La Sea’;ch Folders v Fw: Unde Mang- check thi... Y
L Categorized Mail
(3 For Follow Up 9] IMPORTAMT TIMESHEET M... Y 1
il e Mo o RE: Draft - Enterprise IT Se... \dbi
d Mail Training A\ d
Danald letter to print - Ix... \d
o| Calendar Your Mew 1.5, Department, Y
3= ‘Waork on Qutlook 2007 Pr... Y
=| Contacts
= Notification for DOE Man... | ¥ LJ
ﬂ Tasks 3] Y Today
wlCa (8- TS Thic wtani b

555 frems £3 Online with Microsoft Exchange

u.s. DEPARTMENT OF | Office of The Chief
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Out of Office Assistant

1. Click Tools.

2. Click Out of Office Assistant.

3. To set up your Out of Office Assistant, click
and set the following per your needs.

4. New Out of Office assistant features

O Rich text formatting: Fonts, colors and
formatting can be used for your
replies.

O Start and stop time: You can set up
your replies to start and stop with your
time away from the office.

O Note: Although an “Outside My
Organization” tab is shown, these
messages are not sent due to Cyber
Security policy.

Qut of Office Assistant

(") Do not send Out of Office auta-replies

(%) Send Out of Office auto-replies
[Jonly send during this time range:

Auto-reply once For each sender with the Following messages:

] ) -
&‘;. Inside My Organization @, Oukside My Organization (On)

Times Mew Foman “|12 » B I U A : *.-E -E_E

Iwll be out of the office from July 2 through the 7th. Please leave an email
message and [ will respond when I return to the office on the Bth,

Set rules on how your Out of
Office Asisstant will respond
towards certain senders.

/

) R
4
pa——— p———
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€nergy IT Services

RSS Feeds

Click RSS Feeds in the Mail
Folders pane.

Right click to display the
pull down menu and select
Add a New RSS feed.

Paste the RSS URL into
the RSS window. Click OK.

Click Yes when the “Add
this RSS?” window
displays.

The RSS feed displays in
the RSS folder and window.

[(v) msnbc.com: Entertainment - Microsoft Outlook - = X
P R T o adNew - | i By hReply Il =3 Forward | B2 W | L send/Receive - [ | (@ Search addressbooks - T,
 File Edit View Go Tools Adions Express Help Adobe PDF Type a quastion for help =
Mail « ||[d msnbc.com: Entertainment Robin Thicke, Paula Patton To-Do Bar Lo
Favorite Folders A 2 vl ¥ || welcome baby huy 4 April 2019 3
L& Unread Mail 913) H . SM TW T F S
Arranged By: Fla Red on to »
L8 For Follow Up 5] ged Byi Flag » =1 msnbc.com: Entertainment 1 2 3
12-1 Sent Items 5] Click here to view the full article in your 4 5 3 910
[ Inbox 1) Unflagged default Web browser or to download the 11 12 13 14 15 16 17
Mail Folders || [£) msnbc.com: Entertainment  11:39 AM CIH G S G EEEEE 1519 20 21 22 3 4
2 TV listings 7 Wed 4/7/2010 11:38 AM 25 26 27 28 29 30
£ Al mail tems =l viewartid.. <end> =
3 St Mailbox - Nguyen-Beardsly, Trang N & (=T eeE i e 11:38 AM ¥ B The singer and actress ] IM-60 All Hands
# (3] Deleted Items (310} Robin Thicke, Paula Patton welcome bab... S Wed 4/21 10:00 AM -3:00 PM
(3| Drafts Actress Paula Patton and husband Rabin welcomed their first GTH AuditariumATTC from FO
= . Thicke attend the 82nd Academy Awards in child, Julizn Fuezo, on -
[5 Inbox (1 , 3 20,
; Calif, on March 7.The singer .
Cam Tuesday in Los Angeles,
[ XOS-ExchangeLink @ msnbc.com: Entertainment 11:04 AM L PEOPLE has confirmed
= N = Slideshow: Slideshow: The week in celeb..,
U@ Junk E-mail exclusivel
l'—l Outhox Zac Efron and Yanessa Hudgens step out Y-
=] for a charity gala in LA, Steve Carell and
3 Payrall Tina Fey make it a ‘Date Night far their
|4 Personal |5 msnbc.com: Entertainment  10:55 AM
Treme’ puts New Orleans back on map Arranged By: Due Date
2| R3S Feeds . .
) ) David Simon, creator of the eritically —
[ msnbc.com: Entertainment (22} acclaimed television shaws “The Wire" and Type a new task
1 msnbc.com: Top msnbc.com heac “Homicide: Life on the Street”, warks on Vi ticl e |
iew article. I
(L1 People.com Latest News (10} f&5] msnbe.com: Entertainment 10:48 AM e S = ¥ NoDate
S lemedy Portrait of Michael Jackson up for auction Fur: Uncle Mang-...
=3 Sent Ttel Click to see pictures from the highs and
[C3 Work Correspondance_Don_Greg lows of Michael Jackson's career.The IMPORTANT TIME...
S Wiriting Deniart colorful portrait, titled "The Book,” is RE: Draft - Enter...
— 5] msnbc.com: Entertainment  10:44 AM Training
lj Mail Q). Simpson acquittal suit goes to Mews... Donald letter t
The tan Armani suit, white shirt and gold onald fetterta ...
| Calendar tie that O.J. Simpsan wore on the day he Your Mew LS, D...
was acquitted of murder have been
8-/ contacts |5 msnbe.com: Entertainment 10:39 AM = W Today
— Whitney Houston postpones concerts
jﬁ Tasks Arespiratory infection has led singer
‘Whitney Houston to postpone three more
dates an her European tour A respiratory |
L@ - | | o
il msnbe.com: 10:37.AM

22 tems
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Q?; €its Discontinued/Modified Features

€nergy IT Services

Outlook native email editor: Outlook 2007 uses an editor based on Word 2007.

Online meeting support: No longer supported.

Personal Address Book: No longer supported.

Email Accounts Wizard: Replaced by account settings dialogue box.

Task Pad: Replaced by the new To-Do Bar.

o000 0 0

Meeting Updates: All changes made to time and location will require the person to
send an update. This also applies to meeting cancellation requests. Note: the
organizer can still change the body, subject line, and reminder without sending an
update.

0 Out of date meeting requests: Can no longer be forwarded. Outlook 2007 will send
the most updated meeting.

O Follow up flags: Replaced by task flags and color categories.

u.s. DEPARTMENT OF _ | (Office of The Chief

ENERGY Information Officer
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&9 €its Discontinued/Modified Features

€nergy IT Services

Color categories in email messages: Categories can not be sent in email messages.

Message icon in calendar: Removed from calendar items.

Follow up button: Replaced by a drop down menu.

a
Q
Q
Q

Navigation buttons in Address Book: Left and right buttons have been removed.

Office of The Chief

w?.'i:j!!:h;’;_ . T OF
&y ENERGY Information Officer




& Eits  Outlook 2007 Short Cuts: Create

€nergy IT Services

Ctrl+Shift+A Appointment
Ctrl+Shift+C Contact
Ctrl+Shift+L Distribution List
Ctrl+Shift+E Folder
Ctrl+Shift+M Email Message
Ctrl+Shift+N Note
Ctrl+Shift+K Task
Ctrl+Shift+J Journal Entry
Ctrl+Shift+Q Meeting Request
Ctrl+Shift+U Task Request

u.s. DEPARTMENT OF | Office of The Chief
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& €its  outlook 2007 Short Cuts: Switch To

€nergy IT Services

Short Cut Switches To

Ctrl+1 Mail
Ctrl+2 Calendar
Ctrl+3 Contacts
Ctrl+4 Tasks
Ctrl+5 Notes
Ctrl+6 Folder List
Ctrl+7 Short Cuts
Ctrl+8 Journal

b US DEPARTMENTOF | Office of The Chief

E N E RGY Information Officer
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e €ItS  outlook 2007 Short Cuts: Helps You Do

€nergy IT Services

Short Cut Helps You Do

Ctrl+S or Shift+F12 Save

Alt+S Save, Close, and Send
F12 Save as

Ctrl+Z Undo

Ctrl+D Delete

Ctrl+P Print
F7 Check Spelling

Ctrl+F Forward

) us DEPARTMENT OF | Office of The Chief

] E N E RGY Information Officer




€ Eits  Need Additional Training?

€nergy IT Services

L Go to the Microsoft web site Get Started with the 2007 Microsoft Office System

0 Get a copy of Office 2007 through the Microsoft Home Use Program. For more
information, contact the ESC Service Desk.

O Office 2007 classes are offered by the Microsoft eLearning Program. For the
eLearning classes you must first have Office 2007 installed on your PC. For more
information, contact the ESC Service Desk.

O Office 2007 classes are also offered by the Online Learning Center (OLC) -
https://olc2.energy.gov. Consult your organization’s training coordinator for
instructions on how to sign up for training through the OLC.
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http://office.microsoft.com/en-us/getstarted/FX101055081033.aspx
https://olc2.energy.gov/

€ Eits  ESC Service Desk Contact Info

€nergy IT Services

O Headquarters and Richland:
O Phone: 301-903-2500
[ Toll Free: 866-834-6246
O Email: ESC.ServiceDesk@hq.doe.gov

O All Other Locations:
d Phone: 505-845-4357
O Toll Free: 888-231-5529
O Email: ESC.ServiceDesk@doeal.gov

Office of The Chief
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‘4 EItS Conclusion

Questions
or
Comments?

Office of The Ch ef
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